OFFICE OF THE SECH £sT
APPLICATION FOR RECORDS RETENTION SCHEDULE |, OFF1CE OF THE SECRETARY oF STATE |

RECOROS MANAGEMENT DIVISION

INSTRUCTIONS See Publication. No 76—RM-1 for instructions on compieting this form. Forward stgned original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

Attentlon Scheduling Section. i | !
~_FOR AGENCY USE 1. Agency Addrest L FOR RECORDS MANAGEMENT USE
| Appiication Date Office of Planning and Budget Application Number
‘_‘ .General Government Division 8© - CO 2
Application Number Room 613 Date Received Date Compieted
270 Washington St, ‘g ‘
| _Atlanta, Georgla 303 4 APR - 91380 | APR 28 1980
2, P erson to Contact Workinq Title T Telephooeﬂmlmber
Winford Poitevint Director 656~4311

S ey =z e e Epst e e T

3. Actlon Requested
a. #¥Estabusn Retention Schedule; fecord will continue to accumulate.
b. O Dispose of present accumulation: no further accumuiation anticipated.

¢ O Amend Application No, .. Check One: (3 Change; (1 Supercede; [ Void
4. Dates of Series 5. Records Serias Title (followed by title used in office; if different)
Earliest Latest ,
| Present STATE AGENCIES ZERO BASE BUDGET REQUEST ANALYSIS FILES _
6. Division and Office Function . What is the function of the Division and the Office in which this record series is created?

Feaded by a Director, this Division performs all functions relating to budget analysis and
policy planning for State agencies responsible for administering State laws relating to
protection of persons and property and for delivering services relating to general govermment
activities. These agencies are the Departments of Administrative Services, Agriculture, De-
fense, Banking & Finance, Law, Offender Rehabilitation, Public Safety, Revenue; the Correc-
tional Industries Administration, the State Merit System of Personnel Administration, the
Georgia Building Authority, the Employees' and Teachers' Retirement Systems, The Finance and
Investment Commission, The State Crime Commission, the Georgia Bureau of Investigation, the
Offices of the Comptroller General and the Secretary of State, the State Board of Pardons and
Paroles, and the Executive Department. In addition to these functions which are shared with
other budget and planning divisions, the General Government Division performs the following
unique functions: prepares Budget Preparation Procedural Manuals to be used by all executive

7. Reoor-d_So_:ries Description This file contains the followmg documents (include form numbers and titles, if any):
- Attach samples of the file. ,

Documents relating to: analyzing budget requests from State agencies responsible for administering
State laws relating to protection of persons and property.

Included are: activity analysis; supporting papers; correspondence and memoranda
‘between Division analysts, the Governor' '8 0¢f*ice, and coneerned State
agencies., : B -
File is arranged: chronologically by fiscal year; thereunder alphabetically by State agency.
="y = — - — = "-““"""‘?“""-*"-J-
8. Monthly Reference Rate How often are records referred to which are:

One tosix monthsold . ; Seven to twelve months old ____ * Thirteen to twenty-four monthsold . _;

- twenty-five months andolder____~ ___?

9. Annual Rate of Accumulation of Rerords
Letter-size drawers ; Legal-size drawers

; Shelves ; Other (specify) n

AR—B50—71: Rev.78 ' ' [Over)




_lgngQ_ { 10._ Quemdnnalre (Pface an X" in the groger column) 7 _— ﬁ 77 ;_ .7_,__.:& _ .if".?—*; _,.,.|

- _ — e vu—
. Is this the official copy of the series? § oo
X1 1 __MHnot.whereisit? __ ____ . . . o
be Does the series contain anfldentlal mformatnon requiring securlty handllng? If yes, cite law or regulation.
X A
X [ e lsthisa vutai record? I ' e e R
| X | | ¢ d . Does this series have historical or Iong term research value? - o [ ]

e. When one or two documents in the file make it necessary to keep the entire fule fora long period, could these
|1 X __Qgcumemgge scheduled senazaiely?

== e e =,

x1 | _f. )stheinformation contained in_this serucevemugihecil I£ ves.. attach copv, ANNUAL BUDGET REPORT ]
_ g Is the information contained in this series ever ana Tyzed and/or recorded in a summarized report?
K| | " ifves attach copy. ANNUAL BUDGET REPOR

T T e e e = = .

h. Is there a duphcatson of this senes in y0ur office orin another office or agency?
L | Mves where? =~ I
1 _i._ls this series (or aj,aam;pgﬂmn of it). mgglartm;.cmiﬂmed’

)< JL —i._Does the record series resuit in a computer printoyt? .~ ]
11. Retention Requirements The following requires the series to be kept

t
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v e ——m - — B LY MU

a. State Law R .years, d, Audit period e e YRATS,
b, Statute of limitation e .years. e. Administrative need —_—L ___years.
¢. Federal law ' e e, YRS, f. Federal retention instructions — - y8ars,

Attach copy or excerpt of laws or regulations. Explain administrative need,

— e e s - 2 Ea Loy Ta— e v i, e B e el g g et

12. Anoroved DISPOSItIOﬂ ‘Instructions This. agency recommends that the file senes be cut orf at the end of each:
O Calendar Year: XX Fiscal ear: [J Other e e eae e thER,

Hold in the current files area .. ___month(s) 1 _vear(s); then
O Transfer to local hoiding area, hold .- Ye2r(s); then

O Transfer to State Records Center;hold __ ______ year(s); then

0 Destroy.

Transfer to State Archives for permanent retention.

O Other (Specify)

These instructions apply to all prior and future accurmulations of the series.
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_en_ ' Head.lDes nee (S{gnature} Date [Reeords Mana ement t Officer (Si nature) ] Date_
n i/ Desig —. . g L - Jae

e_z,.c-f_f[f!;‘vj | _ 3 B/J L

State Records COmmmee {S:gnature} Date
Recommendations in para- — TN T : - S ]
graph 12 are approved. State Auditpr/Designee ' , Y‘ - &v
[If disapproved, attach letter a7 e T ) ' - =
of explanation.) Secretary of State/Designee ZZ["/ g/"/ 9&
Attorney General/Designee 5//Z {)/ y&
bttt Mutishivhh it e
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